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Slide notes 

Welcome to the Division of Child Development and Early Education (DCDEE) Workforce Online 
Reporting and Knowledge System (WORKS) Applicant tutorial. 
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Slide notes 

The WORKS system is a single portal of entry used to collect education requirements and professional 
development for new and existing North Carolina child care workforce. 
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Slide notes 

This tutorial will provide an overview on how to access the system and apply for child care positions 
within the Workforce Education Unit.  You may view this video at any time.  Let's get started! 
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Slide notes 

You will log into WORKS using your North Carolina Identify Management or NCID User ID and 
Password.  If you do not have a NCID, please visit the DCDEE website at www.ncchildcare.nc.gov 
under the DCDEE WORKS tab for more information. 

. 
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Slide notes 

This is the first part of your registration process.  If you have a Workforce Identification number or WFID 
number from the previous Workforce Education Unit database, you may enter it on this page.  This step 
is optional. 
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Slide notes 

Enter the last four digits of your Social Security Number. 
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Slide notes 

Enter your Date of Birth. 
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Slide notes 

An asterisk indicates that the field must be filled out before you can proceed to the next step.  Your 
Name and Email Address came from the NCID system.  You may change this information on this page.  
Changes in WORKS do not change NCID data. 
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Slide notes 

If you change your Email Address, a Confirm Email field will display prompting you to re-enter the new 
Email Address.  You cannot proceed until both Email Addresses are the same.  Click the "Next" button 
when you're ready to move to the next step. 
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Slide notes 

You now see a message that a confirmation email has been sent.  Please read this message carefully.  
The confirmation email will be delivered to the email address that you saved on the previous registration 
page.  Click the link in your confirmation email and you will be brought back to continue registration in 
WORKS. 
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Slide notes 

The WORKS "Full Registration" page displays, where you will enter additional information about 
yourself.  You should see your name at the top of the page.  You may have Previous Names you'd like 
to enter.  This is optional. 
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Slide notes 

Select either a "US Address" or a "Foreign Address".  The required address fields for a US Address are 
Street, City, State and Zip Code.  If your State is North Carolina, then you'll also need to select a North 
Carolina County from the drop down list. 
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Slide notes 

The required address fields for a Foreign Address are Street, City and Country.  Province is optional. 
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Slide notes 

Notice the "info" icons next to some of the field names, such as "Street Address".  Hover over the icon 
for more information about that field. 

 



WORKS Applicant Training Video   

  

Page 20 of 97 

 

 

 

 

 

 



WORKS Applicant Training Video   

  

Page 21 of 97 

 

 

 

  



WORKS Applicant Training Video   

  

Page 22 of 97 

 

 



WORKS Applicant Training Video   

  

Page 23 of 97 

 

 

 

 

  



WORKS Applicant Training Video   

  

Page 24 of 97 

 

Slide notes 

You can enter Home and Cell Phone Numbers.  This step is optional. 
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Slide notes 

Finally, select one of these options for your High School Information: High School Diploma, Adult High 
School Diploma, GED or None. 
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Slide notes 

Now click the "Submit" button. 

 



WORKS Applicant Training Video   

  

Page 30 of 97 

 

 

Slide notes 

The next step is to set up and answer three Security questions.  The first two questions are drop down 
lists where you select a question and then fill in your answer. 
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Slide notes 

For the third question, you fill in both the question and the answer.  It's important to note that the 
answers to all three questions and Question #3 are case sensitive.  When answering the three Security 
questions, you will be required to enter the answers, and the question for #3, exactly as you entered 
them originally. 
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Slide notes 

When you are finished with your Security questions and answers, click the "Submit" button. 
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Slide notes 

You will now be directed to your WORKS Home page.  This is where you'll go whenever you log into 
WORKS with the same NCID User ID.  I'll tell you what happens if you log in with a different NCID User 
ID later in this training.  Your Home page displays the information you filled out during registration.  
Your WFID number is displayed in the upper right corner of the screen.  This is either your old WFID 
number from ECW or a new system-generated WFID number. 
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Slide notes 

Click the My Profile menu option under your NCID user name in the upper right corner of the screen to 
change your profile information. 
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Slide notes 

Let's say that you changed your Last Name since you last logged into WORKS.  You can change it on 
this page.  Change any other information on this page that you wish and click the "Submit" button or 
click the "Cancel" button and your changes will not be saved.  If you changed your Email Address on 
this page, you will get a new confirmation email.  Click the link in your confirmation email and you will be 
brought back to your Home page in WORKS. 
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Slide notes 

On the navigation bar to the left, click the "Facility Association" menu item to identify the Facility or 
Facilities at which you are employed. 
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Slide notes 

To create a Facility Association, click the "+Add" button on the right. 
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Slide notes 

Enter at least 3 characters of any part of the Facility ID or the Facility Name. 
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Slide notes 

Select the desired facility and click the blue "+Add" button. 
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Slide notes 

The Facility Information displays. 
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Slide notes 

Click the "Edit" button in the upper right corner to be able to indicate Programs offered by the Facility. 
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Slide notes 

Note the checkbox in the lower left that indicates that you are an employee at this Facility. 
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Slide notes 

When you're ready, click the "Save" button in the lower right corner. 
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Slide notes 

Your Facility Association is now listed.  You can view that Facility at any time by clicking the Status 
hyperlink. 
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Slide notes 

Click the "Education Background" menu item to see information about your education. 
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Slide notes 

For example, you may have a college certificate in Early Childhood Education and a four year degree in 
Child Care Administration. 
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Slide notes 

Click the "Positions" menu item on the left side panel. 
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Slide notes 

Here you can apply for one or more Positions and Upload Documents.  You can also see the Position 
Requirements by clicking the Position Title in the menu item on the left. 
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Slide notes 

Here are the requirements for the Early Childhood Administrator position. 
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Slide notes 

Here are the requirements for the School-Age Administrator position. 
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Slide notes 

Click the "Apply/Upload" menu item. 
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Slide notes 

As an example, we are going to apply for DPI Teacher, including checking the box to apply for the North 
Carolina Early Childhood Credential (NCECC). 
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Slide notes 

We are also going to apply for the Group Leader position. 
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Slide notes 

Next, we'll upload the "Group Leader BSAC Certificate".  Uploads must be pdf files that are no larger 
than 2 megabytes in size.  The total megabytes of your document will be determined by the type of 
document(s) you upload.  Documents containing graphics may use more megabytes than a text only 
document. 
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Slide notes 

To upload a document, click the "+Add File" button in the lower right corner.  For more information 
about pdf files, please enter pdf in your internet search engine. 
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Slide notes 

Select a File Type from the drop down menu. 
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Slide notes 

In order to include education documentation requirements for Group Leader, we're going to select and 
upload the "Basic School Age Care (BSAC) Certificate". 
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Slide notes 

Browse for a specific file from your computer files. 

 



WORKS Applicant Training Video   

  

Page 75 of 97 

 

 



WORKS Applicant Training Video   

  

Page 76 of 97 

 

 



WORKS Applicant Training Video   

  

Page 77 of 97 

 

Slide notes 

If you change your mind and need to delete your selection, click the small trash can to the right to 
delete the upload.  When you're ready, click the "Submit" button.  Or, click the "Cancel" button to cancel 
all changes made on this page. 
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Slide notes 

If you clicked the "Submit" button, you will see a "Confirm Submission" popup asking you to confirm 
your position or positions submitted and documentation upload. 
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Slide notes 

Clicking "Confirm" on the popup takes you to an "Application Confirmation" page that recaps your Apply 
and Upload submission and provides instructions for next steps. 
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Slide notes 

Going back to your Home page, we see that a Return Letter and a Status Letter are displayed. 
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Slide notes 

Return Letters let you know when more information is needed from you.  When a Return Letter is 
generated in WORKS, you will receive an email notifying you that a new Return Letter is available and 
gives you a link to WORKS. 
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Slide notes 

Status Letters notify you that you meet the educational requirements for your position or positions.  Like 
the Return Letter, when a Status Letter is generated in WORKS, you will receive an email notifying you 
that a new Status Letter is available and gives you a link to WORKS. 
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Slide notes 

You can log out of WORKS at any time.  Please note that unsaved changes will not be retained when 
you log out.  To log out, click the "Logout" menu option under your NCID User ID. 
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Slide notes 

You will log in through NCID whenever you log into WORKS. 
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Slide notes 

As referenced previously in the video, I will now explain what happens if you log in with a different NCID 
User ID. 
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Slide notes 

As referenced previously in the video, I will now explain what happens if you log in with a different NCID 
user ID. 
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Slide notes 

If you don't remember the email address you entered during Registration, then you may have never 
received the confirmation email after the first part of Registration.  The solution to this is to register a 
new NCID user ID and log into WORKS with it.  You will be taken to the first part of Registration and will 
need to start the Registration process over again. 
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Slide notes 

However, when you re-enter your information on the first part of Registration again, if your last four 
digits of your Social Security Number plus your Date of Birth plus your First and Last Names match 
what you previously registered with, you will be taken to your Security Questions. 
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Slide notes 

You will also be taken to your Security Questions if your WFID, last four digits of your Social Security 
Number plus your Date of Birth match what you previously registered with.  If you answer your Security 
Questions correctly, you will be taken to your Home page.  Your new NCID user ID will display in the 
upper right corner. 
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Slide notes 

If you fail to answer your Security questions correctly after three attempts, you will receive a message 
that you've exceeded the maximum number of attempts allowed.  There will be a phone number on the 
message for you to call to resolve this issue. 
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Slide notes 

You may only have a partial match of your information from the first Registration page.  For example, 
you may have the correct last four digits of your Social Security Number and Date of Birth but you have 
a different Last Name.  You will still receive a message that a confirmation email is being sent to you.  
The link in that email, however, will take you to a message that your application is under review and you 
will be contacted. 
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Slide notes 

You have just completed the DCDEE WORKS Applicant tutorial.  You may view this video at any time.  
We hope this video has been helpful to you.  Thank you for viewing the WORKS Applicant tutorial. 

 

 


